Accounts Payable
Creating Recurring Entries

Transaction FBD1:

Seftings  Ernwvironment Systerm Help

Document  Edit Soto

& apd H I €@ O EG YR EE ) @ E
Enter Recurring Entry: Header Data

-1‘_-,5“ Fast Data Entry E$> Account Assignment Model || [[] Postwith reference

Company Code LRK

Recurring entry run

First run an ar et a5

Last run an Q630706

Interval in months a1

Run date a5

Run schedule

[ ] Transfer amounts in local currency [ copy texts

[ Transfer tax amounts in local currency

Document header information
Docurment type 1 CurrencyfRate uso
Reference Monthly Rent Translation dte O2/27 2006

Document Header Text Warehouse
Trading Part.BA

First line itern

P sty 31 Account 100000271| @_GIL Trans type

Enter:

Company code: ARK

First run on: Date to produce first payment. Recurring Entries are processed on
the first of each month to include all dates within the month.

Last run on: Last date payment is to be produced.

Interval in months: Most will be 01 to run monthly, however, other intervals can be
selected.

Run Date: Select day of the month for posting. If no date is specified here, it

will post using the calendar day in the First run on field. In the
example above, the run date would default to the 1% day of the

month.
Document type: Y1
Reference: Optional text field
Document header text: Optional text field
Posting key: 31 (Credit / Vendor)
Account: Vendor account number

Press the enter key.
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Docurment Edit Goto #ras  Settings  Enwironment  Systerm Help

& A H a2 0 S8 aa EE ) & b
Enter Recurring Entry: Add Vendor item

2= EE Acctmndel 3 FastData Entry Taxes
endar 1DDDDBET1_‘I'DT§/playﬂdditiDnal Data for Docurnent lterm ':F”LBILA-:-: 51100681000
Caompany Code  ARE 4746 MODEL CITY RD

State of Arkansas MODEL CITY

Iterm 1 finvoice £ 31

Amount 500.008 (0={n]

Tax armount

[w] Calculate tax Tax code po

W tax base usD W otax exempt Wy tax code ov
Bus. Area oG

Favyt terms bEa Cravsipercent ! ¢

Bline date Q2272006 Fixed

Disc. base Disc. amount

Invaice ref. ! !
FPrmnt block Frmt Method W Fmt meth.supl.

Paviment cur.

Fayment Ref.
AsSsignmen wWendor Inv # here

Tex
Mext line iterm
P stk Account Sp.GL Trans type

Enter:

Amount: Amount of monthly payment.

Calculate Tax: Check if applicable.

Tax Code Enter appropriate tax code.

Bus. Area: Agency business area

Payment terms: Default from Master record — can be changed if desired

Bline date: Defaults to posting date - can be changed if necessary.

Payment Method: Enter payment method, W for Warrant, A for ACH Direct Deposit or C for
Agency House bank.
Assignment: Enter relevant text here. This field will print on the face of the warrant.

Important: Click on the More data button and enter the House bank.
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Creating Recurring Entries

Eoto

Extras

Settings  Environment Help

ald @ eae SHE ODO8 BRE @ M

Systerm

Enter Recurring Entry: Correct Vendor item

A B [ & Moredata | Acctmodel  5& Fast Data Entry Taxes
YWandor 100800271  MODERMN RECYCLING INC GIL Aczc 2110801086
Company Code  ARK 4746 MODEL CITY RD
State of Arkansas MODEL Ty

[tern 1§ Inwaice £ 31 T Addit.details

Amount SEE. g UsD Amt.in loc.cur. SE@. g JsD
Fart. bank

ouse hank TREAS
[nstroti Feference key 3
Flanning level Flan. day
Func. Area

Mext line i
sty 40 Account 5649%59@.6& Trans type

House bank

Posting key:
Account:

Press the Enter key.

Enter TREAS for the House bank fro Treasury Funds or the appropriate

Agency House bank for cash funds. The field can not be added once the
document is created.

Enter 40 (Debit / Expense)
Enter appropriate Expense G/L account number
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Creating Recurring Entries

Document  Edit Goto Enrironment Systermn  Help

Enter Recurring Entry: Correct G/L account item

A2 B 0O & Moredata | Acctmodel  5& Fast Data Entry Taxes

GIL Account S50400A508E8 Rent of Facilities
Company Code AREK  State of Arkansas

Iterm 2 ¥ Debit entry £ 40

Arnaunt E0o. o UsD
Tax code Fo
Jurisdict. Code 0411983221
Cost Center 383201 Business Area ag1o
Fund HSCE1 @1 Qrder
WBS Element
Earmarked Funds [JDone TP Fund
Furchasing Doc.
Assignment
Mext line iterm
P stldiy Account Sp.Gil Trans.type
Enter:
Amount: Enter the amount of the line item.
Cost center: Enter cost center to be charged
Business area: Will default from Cost center when the enter key is pressed.
Fund: The fund will default from the cost center when the enter key is pressed.
(Check for accuracy)
Text: Enter an explanation of the entry that is clear, concise and logical to

readers of general ledger reports.

For multiple line items on a single vendor invoice, enter posting key 40 and the next expense
G/L account and repeat the above steps.

o
When completed, click on the Overview icon <=,

Page 4 of 9



Accounts Payable
Creating Recurring Entries

Docurment  Edit Goto Ex inas  Environment

&4 B AH S@@& 2 EGE YA EE @D
Enter Recurring Entry: Display Overview

=F EEX Display Currency | Acct model || 53 Fast Data Entry Taxes

Document Date Q2272006 Type il Company Code ARE
Fosting Date Q2f 272006 Feriod g Currency ush
Docurnent KMumber INTERNAL Fiscal vear 2006 Translation dte Q2272006
Reference MONTHLY RENT
Doc.Header Text Warehouse Trading Part.BA
lterms in document currency

FPE  Busd Acct UsSDh Amount Tax amnt
01 31 Q610 EME0A0O271 MODERM RECYCLING IM 500 . 08 - PO
oAz 4@ Q610 5040005000 Rent of Facilities 500 . 00 PO
L soO. 0@ C 500.00 o.og = 2 Line items

Review document for accuracy.

Click on the Save disk )
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gl 0 a0 Qe@e CHB ansn BE @
Enter Recurring Entry: Header Data

| GIL itern fast entry | | Paost with reference |

Firstrun on
Lastrunon =

Interval in months

Run date

Run schedule

[] Transfer amounts in local currency [ copytexts
[] Transfer tax amounts in local currency

Cocument type Currencyfrate UsDh
Reference Translation dte 10/11/2002
Cocument header text

Trading part.BA

Account Sp.GiL Trans type

i#fistart |J o & H [Dlinbo... | gt 5pL...| @post ... | age a...| @sloocu... |[qlenter... qgicash...| Estart ...| Bpocu... | G DT 10:7 AW

The document number displayed is a 10 digit number beginning with 91.
This is not a posted document, but a reference document.

At the first of each month, DFA Office of Accounting will process Recurring Entries.
Once processed, a vendor invoice will be posted from the recurring entry reference document
An FI document number will be assigned when the document is posted.

A system message on the first of the month will notify users that recurring entries have been
processed.
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To make changes to a recurring document, go to transaction FBD2.

NOTE: Changes to a recurring entry can only be made to text and/or reference fields.
Accounting information cannot be changed. A new Recurring Entry must be created and the
existing one deleted for changes in accounting information. Only DFA-OA can perform these
changes or deletions. Agency users should contact DFA Office of Accounting to request a
change or deletion. 501-682-1675.

Document  Edit Goto Wiew  Systerm Help

& Bl HIGCOR I EEE DT

Change Recurring Document: Initial Screen

Docurnent list || |4 Firstitern || 2# Editing options

leys for Financial Accounting

Document Mumhber biooooos04
Company Code ARE
Fiscal ¥ear 20066

Enter the previously created document number (the 91* number). If you do not know the
Recurring Entry document number, go to transaction F.15 to view a list of Recurring Entry
documents.

Document  Edit Goto Settings wtras  Enwironment  System Help

Document Overview - Change
&2 44 M E Y &3 F 3 M [ choose [@& save TF [ o G [ Taxdata [H

Doc.type © Y1 [ Recurring Entry 3 Recurring entry document

Doc. MWumber 9100000504 Company code LEK Fiscal wear 2006
Doc. date 08:/31/2005 Posting date 08/31/2005 Feriod nz
Calculate Tax [

Ref. doc. 0994

Doc . currency UsD
Doc. head . text Insurance Matching

Itm|PK| Account fccount short text Bush |Cost Ctr Fund Amount | Text
1(31|9990386 DFA-EMPLOYEE BEMEFIT|OEQZ 9, 280.00- |
240 501A0A6A0E (A3 Ben Ins Exp HAL ARz | 1aEaa1 HSCEZ2A0 5,120 .30
3|40|50100Q6A00 (A3 Ben Ins Exp HAL aoEz | 1006031 HSCEZA0 4 160 . 30
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Double click on either line item to change text information.

Document  Edit Goto  Esxtras  Environment  System Help

2jdHICEe CHE ODO0 I BEE @ b
Change Document: Line Item 002

0y 2w a & 5 More data + Mext iterm + Pravious item

GIL Account S0100060EE 03 - Benefits Ins Expense - Health Acc & Life
Comparny Code ARK  State of Arkansas
Coc. no. 31008584

Line ltern 2 / Dehit entry f 40
Amount 5,120, 00 s

Additional Account Assignments

Cost Center 188001 Business Area beaz

Fund H5COZ00 Order

YWBS Element

Earmarked Funds 1] [[]bane TP Fund

Furchasing Doc. ]

Assignrment Manthly Rent|

Text Warehouse S, Long text

Fields NOT modifiable will be “grayed out”.

To change header information, click on the top hat icon 2 .
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gl 3]0HICoe CHE D000 BRI QE

@] change Document: Line ltem 001

@E :1@}* More data ﬂ + [ext itermn ﬂ + Previous iterm ﬂ Withthiolding tax data
=

T C—
‘ e
Sequencorumter

Armaount

Tax -

08/31/2005
Taxcode - —
W_ta}{ haSE —I:I

Bus. Area
Disc. hase
Fayt terms
Bline date

Prntblock Changedon Lestupdae
Fayrment cur. - —D

PratMethad & Pmt met | %

Document Header Text and Reference Information may be changed as desired.
Click on the green check. Save changes.

Use transaction FBD3 to Display Recurring Entry documents or transaction FBD4 to view any
changes made to Recurring Entry documents.
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